


PULLING ABSENTEE BALLOTS 

Please do not pull absentee ballots several weeks in 

advance of the election. 

Pull absentees by absentee type 

 





APPROXIMATELY 55-50 DAYS OUT YOU SHOULD 

PULL YOUR UOCAVA VOTERS ONLY 



MAKE SURE ALL OF YOUR UOCAVA VOTERS 

DATE RANGES EXTEND THROUGH JAN. 31, 

2013 

 

STARTING IN 2013 UOCAVA VOTERS WILL NEED 

TO COMPLETE AN ADDRESS CONFIRMATION 

FORM TO STAY ON THE ABSENTEE LIST 





WHEN PRINTING LABELS – IT IS HELPFUL TO 

USE THE OUTPUT ORDER AND MAIL DATE 

The mail date is defaulting to current date – you will 

want to make sure you enter the day you are mailing 

the ballot – for report purposes. 

Also, entering a description will help when you have 

pulled several different absentee types. 









Using the Absentee Maintenance Module 





MISSOULA COUNTY PROCESSES THESE CARDS 

IN GROUPS OF 25 – IT IS EASIER TO FIND ONE 

WE MISSED SCANNING IF OUR NUMBER 

DOESN’T COME UP TO 25 



Can’t reprint report 



 WHEN USING ABSENTEE MAINTENANCE 

MODULE – YOU ENTER THE DATES ON THE 

RECEIVING SCREEN 





ADDRESS CHANGES OR SEASONAL  

You need to enter individually through the voter 

registration screen 

 





ENTERING SEASONAL ELECTOR  









FOR SEASONAL ELECTORS MT VOTES USES 

ELECTION DATE FOR THE ADDRESS LABEL 

This may cause a ballot to be sent to an incorrect address. 

 

Example Election is June 5, 2012. 

Seasonal Elector is in Arizona from 2-1-2012 thru May 31, 2012 

Seasonal Elector returns to Missoula June 1, 2012. 

 

The ballot will be mailed on May 7, 2012.  The ballot will be mailed to Missoula 

Address – to avoid this from happening, you will need to run BP 37 Report 

 







NEED TO LOOK AT EACH VOTERS RECORD TO 

SEE WHERE THEY WILL BE AT THE TIME THE 

BALLOT IS SENT NOT WHEN THE ELECTION 

IS…OTHERWISE IT WILL COME BACK AS 

UNDELIVERABLE 

























In Missoula county we sort our voted and 

undeliverable ballots in groups of 25.  This 

helps us when we are entering into MT 

Votes to know we did not miss an 

envelope.  Also the batches are small 

enough that the system seems to move 

pretty quickly. 

 

 



Also, we tear off the signature area of the envelope.  My 

temporary office aides do this sorting and preparing 

the envelopes for signature verification. 



WHEN WE RECEIVE OUR MAIL TRAYS FROM THE 

MAIL ROOM – WE ATTACH A TRACKING CARD 

ON THE TRAY OF MAIL. 

 

WHEN THE STAFF SORTS THE BALLOTS, THEY 

ENTER ON THE TRACKING CARD THE NUMBER 

OF BATCHES OF ENVELOPES TO PROCESS. 

 

AFTER WE RECEIPT INTO MONTANA VOTES WE 

ENTER THE ACTUAL BATCH NUMBER ASSIGNED 

TO THE BATCH OF ENVELOPES. 

 



WE DO THE SAME PROCESS TRACKING OUR  

UNDELIVERABLE. 

 

WE DO NOT SORT OUR UNDELIVERABLE BY 

LAST NAME.  WE PUT THEM IN BATCH ORDER.  

IF AN ELECTOR COMES IN TO RETRIEVE BALLOT 

WE LOOK UP THE BATCH # AND GO RETRIEVE 

THE BALLOT. 





ENTERING BALLOTS INTO MT VOTES USING 

BALLOT PROCESSING SCREEN 

 





Click on New 



USING HAND SCANNER – 

SCAN BAR CODE ON 

ENVELOPES 



I WOULD ADVISE ANYONE WHO DOES NOT PRINT 

THEIR OWN LABELS TO HAVE YOUR MAILING SERVICE 

PROVIDE YOU COPIES OF THE ENVELOPE TO MAKE 

SURE YOUR SCANNERS CAN READ THE BARCODE.  

 

SECOND PIECE OF ADVICE – MAKE SURE YOU PUT 

THE BALLOT ID # ON YOUR LABEL IN CASE YOUR 

SCANNER CANNOT READ THE LABEL. 

 

THIS SAVES A LOT OF TIME WHEN RECEIPTING IN 

BALLOTS. 



ONCE YOU HAVE SCANNED ALL YOUR BAR 

CODES FOR THAT BATCH OF ENVELOPES – YOU 

ARE READY TO VERIFY SIGNATURES 



• Verify signature  

• Save and Next 

record to be 

processed 

• On last record – 

make sure you 

click on Verify 

last ballot 



ONCE WE HAVE FINISHED PROCESSING A TRAY AND 

COMPLETED THE TRACKING CARD – WE MOVE THE 

TRAY OF MAIL TO THE BACK.  OUR TEMPORARY STAFF 

SORTS THE ENVELOPES BY PRECINCT OR BALLOT 

STYLE.   

 

THEN WITHIN EACH PRECINCT OR BALLOT STYLE THEY 

SORT IN ALPHA ORDER LAST NAME OR BY BALLOT 

SEQUENCE #. 

 

BALLOT SEQUENCE # IS A FASTER SORT THAN ALPHA – 

AT LEAST FOR MY CREW IT IS… 



AFTER ALL BALLOTS FOR THAT DAY ARE 

ENTERED INTO MT VOTES 

  

WE RUN THE UNDELIVERABLE LABELS AND MY 

TEMPORARY STAFF WILL LABEL THE NOTICE , 

SO THAT WE CAN THE FORWARDABLE NVRA 

NOTICE THE NEXT MORNING. 



THE NEXT DAY BEFORE THE MAIL IS RECEIVED – 

WE RECONCILE THE MAIL WE PROCESSED THE 

DAY BEFORE. 

 

RECEIPTED MAIL ON MAY 21ST, RECONCILE ON 

MAY 22ND 



I RUN THE BP 34 REPORT BY DATE AND 

PRECINCT OR BALLOT STYLE 



NEW 

FUNCTION 





MY TEMPORARY STAFF WORKS IN GROUPS OF 

TWO. 

 

THEY COMPARE THEIR BALLOTS TO THIS 

REPORT. 

 

THEY MUST HAVE ALL BALLOTS. 



THEY COMPLETE MY BALLOT RECONCILIATION 

FORM FOR ABSENTEE OR MAIL BALLOTS 



TEMPORARY STAFF 

– COMPLETES PART 

1 OF THE BALLOT 

RECONCILIATION 

FORM. 



AFTER THEY HAVE BALANCED – THEY TAKE A COPY OF 

THE BALLOT RECONCILIATION FORM AND ATTACH IT TO 

THE BP 34.  THEY TURN THAT FORM INTO SUPERVISOR 

MANNING THE ELECTION CENTER. 

 

THE ORIGINAL IS KEPT WITH THE BALLOTS.  ONCE THEY 

BALANCE – THEY REMOVE THE AFFIRMATION ENVELOPE 

FROM THE SECRECY ENVELOPE.  THEY RECOUNT THE 

SECRECY ENVELOPES TO MAKE SURE THEY STILL HAVE 

THE SAME NUMBER OF SECRECY ENVELOPES AS THEY 

DID WITH THE AFFIRMATION ENVELOPES.  



THEY BOUND THE SECRECY ENVELOPES WITH 

THE RECONCILIATION FORM.   

 

SECRECY ENVELOPES & ORIGINAL 

RECONCILIATION FORM ARE SEALED IN A BOX 

UNTIL THE SEQUESTERED BOARD CAN REMOVE 

THE BALLOT FROM THE ENVELOPE. 

 

WE DO THIS PROCESS EVERY SINGLE DAY! 



WHEN WE OPEN SEALED BOX THAT CONTAINS 

THE  SECRECY ENVELOPE AND THE 

RECONCILIATION FORM.. 

 

THE SEQUESTERED BOARD WILL COUNT THEIR 

ENVELOPES TO VERIFY THAT THEY INDEED 

HAVE THE NUMBER REPORTED IN PART 1. 



THEY PROCEED REMOVING THE BALLOTS FROM 

THE SECRECY ENVELOPE. 

 

WE USE SPINDLES AND REQUIRE THE SECRECY 

ENVELOPES BE PLACED ON SPINDLE TO MAKE 

SURE NO BALLOTS REMAIN IN AN ENVELOPE 

 

ONCE ALL BALLOTS HAVE BEEN REMOVED 

FROM ENVELOPES – ANOTHER COUNT TAKES 

PLACE 



THE SEQUESTERED 

BOARD COMPLETES 

PART B OF THE 

FORM 



CURRENTLY, AFTER RECONCILING PART 2 – THE 

JUDGES TAKE THE BALLOTS TO THE TABULATION 

TABLE. 

 

THEY PLACE THE BALLOTS & RECONCILIATION 

FORM UNDER 40 LB WEIGHTS. 

 

 



THE 650 OPERATORS TAKE THE BALLOTS FROM 

THE TABULATION TABLE . 

 

THEY ENTER THE BEGINNING NUMBER OF THE 

SCANNER ON THE RECONCILIATION FORM 



IN JUNE FOR THE PRIMARY – MY COUNTY WILL 

OPEN SECRECY ENVELOPES ON MONDAY 

AROUND 1 P.M.     

 

AFTER THE BALLOTS ARE RECONCILED TO 

RECONCILIATION FORM – MY JUDGES  WILL 

PLACE THE BALLOTS AND RECONCILIATION 

FORM INTO A SEALED BALLOT BOX (WITH A 

WEIGHT). 



MY  650 OPERATORS ARE REQUIRED TO FILL 

OUT PART 3 OF THE RECONCILIATION FORM 



BEGINNING # 

WHEN THEY 

ARE DONE 

RUNNING 

THAT GROUP 

OF BALLOTS 

THEY ENTER 

ENDING # 

On the right side they enter number of ballots received from 

above – less resolutions – total # of ballots 

 

Difference of left and right column - entered 



WE COMPARE THE NUMBER OF BALLOTS 

COUNTED USING THE REPORT GENERATED 

FROM OUR ERM PROGRAM TO THIS 

RECONCILIATION FORM FOR OUR CANVASS.  

THIS FORM IS ONLY RECONCILING MAIL OR 

ABSENTEE BALLOTS. 

 

WE USE THE POLL BOOK AND M100 REPORTS 

TO RECONCILE THE POLLING PLACES. 



UOCAVA VOTERS: 

 

WHEN A UOCAVA VOTER USES THE MT EAS 

(BALLOT WIZARD).  A BALLOT NEEDS TO BE 

ISSUED IN MT VOTES IF YOU HAVE NOT DONE 

SO FOR THIS VOTER. 

 

THIS WILL THEN REFLECT IN MY VOTER PAGE. 

 

 




